DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL

BOX 788250

MARI NE CORPS Al R GROUND COMVBAT CENTER

TWENTYNI NE PALMS, CALI FORNI A 92278- 8250 IN REPLY REFER TO
NAVHOSP29PALMSI NST 5310. 1
Code 0905

5 February 1997

NAVAL HOSPI TAL TWENTYNI NE PALMS | NSTRUCTI ON 5310. 1
From Commandi ng O ficer

Subj :  POSI TI ON MANAGEMVENT
Ref : DOD Directive 1400.26 of 28 Jul 1979 (NOTAL)
DODI NST 5010. 37

OPNAVI NST 5310. 14

OPNAVI NST 1000. 16H

SECNAVI NST 12510. 9

SECNAVI NST 5010. 1

Navy Total Force Manpower Requirenents Handbook
BUMEDI NST 5430. 7

CCO 12312. 3A

CCO 12511. 1D

=TS Q "0 OO0 TR
[N S N NI N R N N )

Encl : Posit1on Managenent Gui del'1 nes
Position Managenent Action Request (NH29P Form

5310/ 01)

NN ANTNTNANANANAN NN AN

N -

1. Purpose. To outline command policy, procedures and
responsi bilities of the Position Managenent Program in accordance
with references (a) through (j).

2. Discussion

a. The concept of Position Managenent calls for an ongoi ng
management process for the structuring of positions and
organi zations in a manner which pronotes econony, productivity,
and organi zational effectiveness. It involves the determ nation
of the need for a position, required skills and know edge,
or gani zati on, grouping, and assignnent of duties. In applying
posi ti on managenent principles, a bal ance nust be maintained
bet ween control ling grade escal ation, providing opportunities for
career devel opnent, attracting the best possible candi dates,
provi di ng enpl oyee job satisfaction, and perform ng necessary
functions in the nost econom cal and efficient way possible.

b. Positions covered by this instruction include al
appropriated fund civilian positions and mlitary billets under
the Chief of Bureau of Medicine and Surgery (BUMED). The
Position Managenent Programis directed toward the control and
utilization of civilian positions; however, when an organi zation
i s conposed of both civilian positions and mlitary billets,
consi deration nust be given to the relationship and inpact of al
positions and billets in maki ng position nmanagenent
determ nations. Position managenent reviews nust include
consideration of all functions, duties and responsibilities
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performed by the organi zation in order to reconmmend opti nmum
utilization of all personnel.

3. Policy. Position Managenent shall be carried out in a nmanner
whi ch shall ensure conpatibility with other Navy prograns such as
position classification, affirmative enploynent prograns (i.e.
Federal Wonen's Program Hispanic Enploynent, Upward Mobility,
Enpl oyment of the Handi capped, etc.) nerit staffing, enployee
utilization, career devel opnent, annual manpower reviews, and
commercial activities studies. GQGuidelines are provided in

encl osure (1).

4. Scope

a. The Position Managenent Commttee’ s scope wll include
the follow ng types of position nmanagenent actions:

(1) Requests for additional mlitary billets and
personnel that have not existed in the past.

(2) Requests to delete mlitary billets.
(3) Requests to reorganize mlitary billets.

(4) Requests for mlitary personnel for which a billet
does not exi st.

(5) Projected gaps of personnel for mlitary billets.
(6) Requests to create new civilian positions.

(7) Requests to delete civilian positions

(8) Requests to accrete duties for civilian positions.
(9) Requests to reorganize civilian positions.

b. The scope of the Position Managenent Commttee will not
i nclude the follow ng types of position nanagenent actions:

(1) Routine assignnent of mlitary personnel as
repl acenents for departing personnel.

(2) Pronotion of civilian personnel to next grade of a
career |adder position.

5. bjectives

a. Achievenent of proper balance of efficiency, econony,
skills utilization, the attraction and retention of personnel,
and enpl oyee notivation and devel opnent which nost effectively
uses conmand resources.
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b. Work organi zation and staffing arrangenments that forma
sound and econom cal organi zation for the nost efficient
acconpl i shnment of the m ssion of the comrand.

c. Assurance that effective action in the formof manpower
change requests submtted to BUMED i s taken when position
managenent reviews indicate a needed inprovenent in position or
staffing structure.

d. Remain wthin statutory ceiling for Full Tinme Equival ents
(FTEs) as directed by the Federal Wrk Force Restructuring Act of
1994.

6. Responsibilities. Mnagers and supervisors are explicitly
charged with structuring positions to reflect the m ssion and
functions of their departnent/clinic in accordance with the
Posi ti on Managenent policy and the Statenent of Manpower

Requi renents (SMRs) devel oped through the Efficiency Review
process. In addition, the follow ng are assigned the specific
responsi bilities described for conduct of the Position Managenent
Program at this activity:

a. Commanding Oficer. The Commanding Oficer has final
authority over all policy and actions regarding the Position
Managenment Program

b. Position Managenent O ficer. The Executive Oficer is
designated as the Position Managenent O ficer. Incunbent is
responsi ble for:

(1) Devel oping and adm nistering the Position Managenent
Program

(2) Coordinating the work of various staff nenbers
perform ng position managenent studi es and anal ysis.

(3) Review ng and recommendi ng organi zation or position
changes to the Commandi ng O ficer.

(4) Ensuring that tinely, corrective action is taken when
changes are indicated by position managenent revi ews and
eval uations, conducted locally or directed by higher authority.

(5) Ensuring that adequate docunentation agai nst
posi ti on managenent standards is provided to support approval of
all new high-grade positions and recruitnent requests to fil
vacant approved hi gh-grade positions.

(6) Ensuring that docunentation of the result of position
managenent reviews is adequate to satisfy a detailed audit or
per sonnel managenent eval uati on by hi gher authority.



NAVHOSP29PALMSI NST 5310. 1
5 February 1997

(7) Ensuring that changes indicated by position
managenment and cl assification reviews and/ or surveys are nmade
avai l able for the preparation of budget and ceiling requests.

c. Position Managenent Committee. The Position Managenent
Commttee will nmeet during the Board of Director's regularly
schedul ed neeti ngs.

(1) The Conmttee will be conposed of the follow ng
nmenbers:

(a) Executive Oficer Chai r man
(b) Director for Adm nistration Vot i ng Menber
(c) Director of Nursing Services Vot i ng Menber
(d) Director of Medical Services Vot i ng Menber
(e) Director of Surgical Services Vot i ng Menber
(f) Director of Ancillary Services Voting Menber
(g) Command Master Chief Vot i ng Menber
(h) Conptroller Assi st ant
Chai r man, Non
Vot i ng Menber
(1) Efficiency Review Manager/

Manpower Managenent Anal yst Ad Hoc, Non
Vot i ng Menber

(j) Head, Personnel Managenent Ad Hoc, Non
Depart ment Vot i ng Menber

(k) Naval Hospital Gvilian Ad Hoc, Non
Per sonnel Li ai son Vot i ng Menber

(1) Director of Human Resource Ad Hoc, Non
Ofice — West Vot i ng Menber

(m AFCE Local 2018 Vice President, Ad Hoc, Non
Pr of essi onal Vot i ng Menber

(n) O her ad hoc nenbers as nmay be
required

(2) The Position Managenent Committee is responsible for:

(a) Providing a focal point for the devel opnent,
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promul gation, inplenentation, evaluation, and nai ntenance of the
Posi ti on Managenent Program i ncluding the nethods, procedures
and requi renents necessary for the operation of the program

(b) Assisting |line managenent officials in conducting
posi ti on managenent and cl assification surveys and/ or reviews.

(c) Ongoing review of all positions, both mlitary
and civilian, to ensure sound managenent practices and
organi zati onal relationships are naintained.

(d) The review of the availability of funds to ensure
conformance with budgetary requirenents and higher authority
personnel policies. (No action will be taken by the Conmttee on
requests not identifying valid offset/funds availability).

(e) Reviewi ng all proposed personnel actions,
i ncluding recruitnment for vacant positions and proposed new
positions. The Committee will determne if these will be filled
with mlitary personnel, tenporary civilian personnel, permanent
civilian personnel, contract personnel, or resource sharing
personnel .

(f) Review ng changes in the duties or organizational
rel ati onshi ps of existing positions before classification or
personnel actions are processed.

(g) Assisting |line managenent in planning
reorgani zati on or establishing additional organizational
conponents.

(h) Docunenting the results of position reviews to
the extent warranted and required.

(i) Participating in or conducting training in the
concepts and techni ques of position nmanagenent.

d. Naval Hospital G vilian Personnel Liaison. This advisor
i's responsible for:

(1) Advising the Position Managenent Chairperson and
Comm ttee on the advantages, disadvantages, and legalities of the
requested civilian position nmanagenent actions.

(2) Review ng the soundness of all vacancies froma
staffing, classification, and position managenent basis in
conjunction and liaison with the Efficiency Review
Manager / Manpower Managenent Anal yst.

(3) Perform ng advisory classification of positions prior
to subm ssion to the Position Managenment Conmittee.
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(4) Submtting Position Managenent action requests with
advi sory classification to the Conptroller for determ nation of
financial inpact.

e. Ef fi ci ency Revi ew Manager/ Manpower Managenent Anal yst.
This advisor is responsible for:

(1) Advising the Position Managenent Chairperson and
Committee on the inpact of requested actions to manpower
aut hori zati on docunents.

(2) Ensuring that personnel structure is in accordance
with the Most Efficient Organization (MEO devel oped during the
Efficiency Review

(3) Ensuring that changes to the established Most
Efficient Organization (MEO are officially recorded and
subm tted through the chain of command to the Bureau of Medicine
and Surgery (BUVED)

(4) For positions that are being considered for
reclassification or newy created, perform analysis of m ssion
function changes that took place since |last Efficiency Review
study of prior description and submt results to the Position
Managenent Comm ttee.

f. Head, Personnel Managenment Departnent. This advisor is
responsi ble for:

(1) Providing the Position Managenent Conmittee with the
foll ow ng i nformation

(a) Projected gaps in mlitary billets
(b) Projected gaps in civilian billets

(c) Applications for educational prograns that my
result in gapped billets.

(2) Reviewng all Position Managenent Action Requests to
assess potential inpact on mlitary staffing.

g. Conptroller. This advisor is responsible for the
fol | ow ng:

(1) Preparing FTE inpact of proposed personnel actions
for the Position Managenent
Commi ttee.

(2) Providing projected costs for new or restructured
positions.
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h. Directors, Departnent Heads and Supervisors. Line
managenent officials and supervisors are responsible for:

(1) Applying the criteria contained in enclosure (1) |when
pl anni ng reorgani zati ons, changes in individual position
structures or relationships, changes in staffing, or the
assunption of new responsibilities.

(2) Calling upon the Position Managenent O ficer and the
Comm ttee for assistance in applying position nmanagenent
criteria.

(3) Wrking with the Position Managenent O ficer and the
Comm ttee on position managenent and cl assification surveys
and/or reviews when a need for inprovenent in structure is
i ndi cat ed.

(4) Submtting a Position Managenment Action Request
(NH29P For m 5310/01), containing full justification for
requesting new positions, deleting established positions, or for
changing the classification of any position.

(5) Ensuring availability of funds/offset for all actions
forwarded to the Committee.

7. Action

a. Directors, Heads of Departnents, Division Oficers and
Supervisors shall famliarize thenselves with the contents of
this instruction and ensure conpliance.

b. Al vacant positions, requests for new positions,
requests for position deletion, proposed reorganizations or
new y-created organi zati ons, and restructured positions and those
restructured positions that |lead to higher grades shall be
submtted in accordance wth the follow ng procedures:

(1) Departnent Heads shall submt requests to delete
positions on a Position Managenent Action Request (NH29P Form
5310/ 01) |[to the Head Personnel Managenent Departnent.

(2) When a new or restructured position is requested, the
request nust be acconpanied by a justification on a Position
Managenment Action Request ([NAZ9P Form 53107/01)]and a proposed
Position Description.

(3) Advisory Classification of new or restructured
positions nust be performed prior to presenting to the Position
Managenent Comm ttee for approval.
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(4) Recomrended conpensation for new positions within a
directorate should be identified and docunmented on the Position
Managenent Action Request
(NH29P Form 5310/ 01) .

(5) The Position Managenment Committee will review all
requests in relation to the follow ng factors:

(a) Need for the position froman activity
perspective

(b) Remaining within the required FTE ceiling

(c) validity of the request under officially
established Navy requirenent determ nation systens (ie
Efficiency Review, DOD Staffing Standards, Commercial Activities,
O fice of Personnel Managenent and Departnment of Navy
classification and staffing guidelines and regul ations).

8. Performance Appraisals. Supervisors, both civilian and
mlitary, wth Position Managenent responsibilities shall be

eval uated annually for effectiveness in this area. Such

supervi sory and nmanageri al positions shall be identified and
posi ti on managenent performance shall be considered during annual
civilian and mlitary performance eval uations.

9. Forms. |NH29P Form 5310/01, Position Managenment Action
Request is berng adopted and 1s available from Central Files.

ﬂ}‘ '%ﬂ -i‘-_,llr.t:\:_ﬂ s
R S. KAYLER

Di stri bution:
Li st A
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POSI TI ON MANAGEMENT GUI DELI NES

The Position Managenent criteria listed below apply to the
foll ow ng situations:

1. The duties of a position change.

2. Establishnent of a new position

3. An action involves one or nore positions

4. Reorganization or proposals to increase the average grade,
rati o of supervisory to non-supervisory positions, professional
to non-professional position are recomrended.

The general premse is that all of the followng criteria nust
be net in each of these situations.

1. Position Criteria

a. The position is essential.
b. There is no unnecessary duplication or conflict of work.

c. Each item of work hel ps acconplish the activity's
obj ecti ves.

d. The current and projected workl oad supports the need for
t he position.

e. The work cannot be absorbed by other positions, and it
cannot be nore effectively perfornmed by a | abor saving device.

f. The position is consistent with the activity's
Affirmative Action Plan, manpower reviews, nerit staffing,
Physi cal | y Handi capped Program Sumrer Hires Program etc.

g. The average command grade renmains relatively constant,
unl ess there are fully justified and docunented changes such as
transfers-of -functions, increased or decreased program size or
conpl exity.

h. If the position is a support or service position (sem -
professional), it should not unduly increase the ratio of such
positions to "producer" (professional) positions.

i. The ratio of non-supervisory positions has not
significantly changed. The m ni num span of control for
supervisors at all levels should be supervision of at |east 3-5
enpl oyees engaged in the substantive work of the office. On an
overall activity-w de basis, the supervisory ratio should be 1:4
as a mnimm including mlitary billets.

j. The span of control for a supervisory position is
appropri ate.

Encl osure (1)
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2. The Position In Relation To The Organi zati on

a. The tasks to be perfornmed stemfroman officially
assigned function and are a part of the m ssion for the comand.

b. The function should be clearly defined in the Hospital
Organi zation Manual; if not, the request should include conplete
and clear justification and docunentation that supports the
requi renent.

c. The position contributes to career progression in the
organi zation. An entry or low level position is not a "dead-end"
if it provides reasonable opportunity to progression to higher
| evel worKk.

d. Total authorized civilian FTEs wll not be exceeded,
t herefore conpensation nust be identified prior to consideration
by the Position Managenment Conmittee.

e. Staffing levels should be based on average rather than
past wor kl oad (extended hours, tenporary, part tine, or
intermttent enployees should be used for peak periods whenever
possi bl e) .

f. The nunber of |evels of supervision should be kept to a
m nimum  Positions supervising |less than three persons or |ess
than 25 percent of the time will not be designated fornal
supervi sors.

g. Duties of |lower grade |evel work | ess than the grade or
the position should be renoved fromthe position to the extent
possi bl e and assigned to clerical or support personnel or to
| ower grade positions.

h. The majority of the work of the position should have a
grade level equal to the grade of the position.

i. H gher graded duties should be concentrated in the
smal | est possi bl e nunber of positions.

Encl osure (1)
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PCSI TI ON MANAGEMENT ACTI ON REQUEST

If the space is insufficient in any block, continue in Block 16
or on plain paper properly identified by block nunber.

1.
Depart nent

2. Does the requested action:

a. Fill a vacancy? YES NO
How | ong vacant ?

b. Create a new position? YES NO

c. Required by a reorganization? YES NO

Dat e reorgani zati on was approved

d. Change a Position Description?
(Series or G ade) YES NO
Dat e i ncunbent started new duties
e. Oher
3. Current Position Title Seri es G ade
| f change is requested:
Recomrended Titl e Seri es G ade

4. Type of Position (check ones that apply and provide requested
NEC or NOBC)

Mlitary Enlisted (NEC) Per manent
Mlitary Oficer (NOBC) Tenporary
Cvil Service Full Tinme
Resour ce Sharing Part Tinme

Cont r act

I f tenporary, for what duration?

If part tinme, how many hours per pay period?

Physi cal | ocation of the proposed position?

© N o O

Nane and title of imedi ate supervisor of the position?

9. Wi is presently perform ng these duties?

Encl osure (2)
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10. Attach copy of the proposed and/or current Position
Descri ption.

11. What new requirenents, increase in workload, etc. has caused
the need for this request? Provide conparative data.

12. \What new equi prent and/or increased space wll be required
to support this request? Provide a list of any requirenents.

13. Justify the requested action. (Benefits, possible negative
trade-offs, opportunities, |egal aspects, timng, urgency, etc.)

14. \What effect will disapproval of this request have upon the
hospital’s mssion? State alternatives for m ssion
acconpl i shnent .

15. What vacanci es exi st or what funds exist in your
organi zati on that can be used as conpensation for this action?

16. Additional coments and/or justification.

Encl osure (2)



17.

18.

Subm tted By

Endor sed By

NAVHOSP2 9 PAL VSI
5 February 1997

Dat e

Depart nent Head

Dat e

Di rector

NST 5310.1

Encl osure (2)
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19.

20.

21.

Revi ewed By Dat e
Ef fici ency Revi ew Manager/
Manpower Managenent Anal yst

Revi ewed By Dat e
Cvilian Personnel Liaison

Revi ewed By Dat e
Head, Personnel Managenent

Encl osure (2)
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22. Fi nanci al | npact:

Cost to end of current Fiscal Year

Annual i zed Cost in Future Fiscal Years

Fundi ng Availability

| npact on FTE Ceiling

Revi ewed By: Dat e

Comptrol |l er

23. Position Managenent Conm ttee Recommendati on to Conmandi ng
Oficer

Recomrend Approva
Recomrend Di sapproval
Deferred Until

Addi ti onal Information Required:

Posi ti on Managenent O fi cer Dat e

NH29PALMS Form 5310/ 01

Encl osure (2)
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